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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsible clerical and stenographic classification
involving the taking of dictation, accurate typing of
correspondence, reports and records and all other duties of a
secretary; i ncunmbent acts as clerical and appoi nt nent
adm ni strative assistant to the Chief of Police and for other
ranki ng police officers.

EXAMPLES OF WORK
(1llustrative only)

Take and transcribe dictation and type from rough draft and
ot her sources letters, nmenoranda, forns and other materi al ;

Acts as clerical assistant to the Chief of Police, conpose
i nportant correspondence, relieve the Chief of mnor clerica
and adm nistrative details and relay orders and instructions to
ot her clerical personnel at the Chief's direction;

Read reports and summarize information therein for Chief to
review w t hout unnecessary tine | oss; prepare nore conprehensive
reports and information breakdown for Chief's exam nation;

Prepare any correspondence, reports, purchase orders, or any
routine detail of office operations as required;

Prepare Chief's report to the Admnistrative Authority
concerni ng departnental activity and conditions in the city of
interest to the departnent;

Make Chief of Police's reports to the Mayor, both nonthly and
annually, on all law enforcenment activities in the city;

Make Uniform Crinme Report to the F.B.I., both nonthly and
annually, from offense reports filed by the departnment on
robberies, burglaries, auto thefts, hom cides, etc.;

Perform various related duties as assigned, required, or
i ndi cat ed.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adnmi ssion to
the exam nati on.

Must neet all requirenents of the Municipal Fire and Police
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Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the followng: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than eighteen (18) years of age.

BC 11-12-73
Rev 08-18-88
09-29-93
11-09-94
07-

08-98
10-

09-03
08-22-07
06-02-09



